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INTRODUCTION 


A deposit account is a special account which can be established with the Ministry of Consumer 
and Commercial Relations by a major user of the enquiry service of the personal property 
security registration system. The account permits the user to deposit monies in advance 
against which enquiry fees can be debited and thus enable the account holder to place an 
enquiry from any telephone. The account cannot be used to charge registration fees. 


The purpose of this guide is to outline the procedures to be followed to establish and 
maintain a deposit account and to outline some of the conditions upon which a deposit 
account Is granted. 


The procedure for conducting an enquiry is described in another guide - the DEBTOR 
NAME ENQUIRY GUIDE (see Schedule “I’). 


WHY WAS THE DEPOSIT ACCOUNT CONCEPT ESTABLISHED? 


The deposit account concept was established as a convenience to the major users of the 
system - not as a requirement of the legislation, but only as an enhancement to the 
service. From the Ministry’s standpoint, it eliminates the workload at the branch offices of 
the personal property security registration system associated with handling the enquiries 
through the branch offices. From the users’ standpoint, it eliminates the trip to one of the 
branch offices. 


WHOIS ENTITLED TO A DEPOSIT ACCOUNT? 


Any person is entitled to apply for an account. An account will be granted where the 
average number of enquiries is equal to the established minimum limit. Initially, the 
minimum limit has been established at 20 enquiries per month. The minimum may have to 
be adjusted if circumstances dictate. 


An account is established upon the following conditions: 


1. The account holder assumes financial responsibility for all enquiries made in the 
name of the account by any person who properly identifies the account, whether the 
person who so identifies the account has or has no authority to use the account for 
enquiry purposes. 


2. The account holder is responsible to maintain sufficient funds in the account at all 
times to meet the fees for enquiries charged to the account. If the account is 
depleted so that the proper fee for an enquiry cannot be debited, no further enquiries 
will be handled until a deposit is made. 


3. The account is subject to cancellation where, in the opinion of the Registrar, the 
service is abused. Abuse would include, for example, insufficient use of the account 
to warrant its continuance or repeatedly permitting the account to be fully depleted. 


When an account is cancelled for any reason, the user will have to resort to BRANCH 
OFFICE ENQUIRY or WRITTEN ENQUIRY (see the DEBTOR NAME ENQUIRY GUIDE). 


HOW IS AN ACCOUNT HOLDER PROTECTED FROM UNAUTHORIZED USE OF THE ACCOUNT? 


To provide the maximum protection possible to an account holder, the account 
identification is necessarily complex. It is composed of a mix of 14 alphabetic and numeric 
characters. For an unauthorized person to be able to successfully use the account, he 
would have to know all 14 alphanumeric characters. 


Ede 


WHAT IS THE ACCOUNT IDENTIFICATION? 


ACCOUNT NUMBER 


MASTER ACCOUNT SUB ACCOUNT PASSWORD 
1234 123 AAA 1A23 


The first four characters in the account identification are numeric and are referred to as the 
MASTER ACCOUNT NUMBER. It is only this part of the account number that will normally 
appear in correspondence with the Central Office of the personal property security 
registration system. In this Guide, the person to whom the Master Account Number is 
issued is referred to as the “Account Holder’. 


The next three characters in the account identification are numeric and are referred to as 
the SUB ACCOUNT NUMBER. 


Up to 999 sub accounts can be assigned to each master account. Each sub account can be 
re-assigned, by the account holder, to different persons or locations. 


The MASTER ACCOUNT plus the SUB ACCOUNT are referred to, by the enquiry operators, 
as the ACCOUNT NUMBER. 


The last seven characters in the account identification are referred to as the PASSWORD 
and are composed of three alphabetic characters followed by a mix of four alphabetic and 
numeric characters. Each sub account will have a unique password and the password can 
be changed when appropriate to prevent possible unauthorized use of an account. 


HOW IS A DEPOSIT ACCOUNT ESTABLISHED? 


A deposit account is established by sending a letter to the Central Office of the personal 
property security registration system, enclosing a cheque (payable to the TREASURER OF 
ONTARIO) in an amount sufficient to cover the cost of all enquiries that may be placed 
against the account within a one month period from the date of deposit. Initially, a 
minimum deposit of $200 is required. The minimum may have to be raised if 
circumstances dictate. The deposit is required for each master account number 
established - NOT each sub account. 


Please note that the name of every municipality from which it is intended to place 
telephone enquiry calls must be identified. The account holder will then be advised 
whether the Zenith telephone service is or is not available in the telephone calling areas. If 
the Zenith service has been established, the account holder can contact the Central Office 
(in Toronto) with no toll charge. If the Zenith service has not been established, the account 
holder will have to pay the long distance charges until such time as the service is 
established. 

A sample letter for establishing an account is set out in Schedule “A”. The sample should 
be closely adhered to and be set out on letterhead. 


HOW IS THE DEPOSIT ACCOUNTED FOR? 


A monthly statement will be issued to the account holder showing, 


(i) the opening and closing balance for the month, and 
(ii) any deposit made during the month, 


and, on asub account basis, for each enquiry, 
a) the name searched, 


b) the type of search made, 
c) the type of response requested, 
d) the fee charged, and 
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the date and time of the enquiry. 
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ow n ae MORE THAN o ONE SUB ACCOUNT? 


is usm ‘The accounting system calculations are based upon sub accounts so as to permit the 
a a account holder to distribute different sub account numbers (with passwords) to different 
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woo v0 pO IF DR ADAOBIEEY ENQUIRIES ARE MADE AGAINST THE ACCOUNT? 


Financial. o a : ie for the unauthorized calls remains with the account holder. 
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_ to change a password. The telephone request must be made by an authorized 

Piast ee Die eae ues eeu: clerk will verify the ee bya ae call to the authorized 

es 


account. The telephone request must be confirmed in writing, 


3 oaks sample letter for changing a password is set out in Schedule “C”. The sample should be 
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wnce ners or address of the account holder has been changed, a letter similar to the 
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iets _ NOTE: The change will be noted only in the ee records. If the account holder is 
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Any additional municipalities from which it is intended to place telephone enquiry calls, 
should be identified. The account holder will be advised whether the Zenith service is or is 
not available in the calling areas. 


A sample letter for adding sub accounts is set out in Schedule “E”. The sample should be 
closely adhered to and be on letterhead. 


HOW IS A SUB ACCOUNT TERMINATED? 


When a Sub account is no longer required, its uSe can be terminated. 


A sample letter for terminating a sub account is set out in Schedule “F”. The sample 
should be closely adhered to and be set out on letterhead. 


HOW IS THE APPOINTMENT OF AUTHORIZED REPRESENTATIVES CHANGED? 


If the list of authorized representatives is to be changed by adding, deleting or changing 
the names of representatives, this can be accomplished by letter. A sample letter is set out 
in Schedule “G”. The sample should be closely adhered to and be set out on letterhead. 


HOW IS AN ACCOUNT CANCELLED? 


When an account is no longer required, it can be cancelled. 


A sample letter for cancelling an account is set out in Schedule “H”’. The sample letter 
should be closely adhered to and be set out on letterhead. 
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‘ty Security 
ration Central Office 


Ne _ THE ONTARIO BANK OF CANADA 
yee oe ATTENTION: CHIEF ACCOUNTANT 
ptt 121 MAIN STREET 
A ghee - OTTAWA, ONTARIO 
Seago js 


cheaue (made payable to the TREASURER OF ONTARIO) for $ ............... 

the t will be sufficient to cover the fees for enquiries by all persons 
sunt over the next 30 day period. We estimate that on an average 
Se cares per month. 


: le names Bet titles of all persons who are authorized to: 


Here set out the name and titles of each authorized representative, together with the 
signature of each authorized representative, e.g., 


WILLIAM J. SMITH 
TREASURER 
TELEPHONE 123-1234 


JOHN W. SMITH 
VICE PRESIDENT 
TELEPHONE 123-1233 


MARY A. SMITH 
COMPTROLLER 
TELEPHONE 123-1232 


(Signature) 


| hereby acknowledge that financial responsibility for all enquiries charged against our 
account remains with this company [or as the case may be] and you are hereby authorized 
and directed to debit the proper fees from the account for all enquiries made by any person 
who properly identifies our account notwithstanding such person was not authorized by 
us to make enquiries against our account. 


| hereby acknowledge that it is our responsibility to maintain sufficient funds in our account 
at all times. Should the account at any time not contain sufficient funds to cover the 
proper fee for any enquiry, you are hereby authorized to discontinue processing enquiries. 


| hereby acknowledge on behalf of the company [or as the case may be] the conditions 
upon which an account is established as contained herein and as outlined in the DEPOSIT 
ACCOUNT GUIDE. 


Enquiry telephone calls will be made from the following municipalities. Here set out the 
name of the municipalities, e.g., Ottawa, Toronto, Sudbury, Kingston, Rainy River, Orono 
and Bowmanville. 


We require ........ sub accounts to be assigned. 
Here, if appropriate, add: 


Bidasoressigntnetolowing sud aGCOUNUMUIMMDENS es cnc. cee titania. cc denamadpas Sarge 


Yours truly, 


[signature] 
WILLIAM J. SMITH 
TREASURER 
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OY gk PON Oure trilyy, 
[signature] 
JOHN J. GREEN* 


SCHEDULE “C” 
(Sample Letter for Changing a Password) 


To: Ministry of Consumer and Commercial Relations 
Personal Property Registration Central Office 
Accounts Clerk 
15th Floor 
400 University Avenue 
Toronto, Ontario 
M7A 2J5 


MASTER ACCOUNT NUMBER: 1234 


NAME OF ACCOUNT: JONES AND SMITH 


Please change the passwords associated with the sub accounts identified below: 


SUB ACCOUNT NUMBER PASSWORDS 
123 AAA 1A12 
124 AAA 1A18 
125 AAA 13A2 
126 AAA 82A1 


Would you please issue new passwords accordingly. 


Yours truly, 


[signature] 
MARY A. SMITH* 


“this must be an authorized representative. 
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SCHEDULE “D” 
r g the Name or Address of the Account Holder) — 


; and Commercial Relations 
jistration Central Office 


nd your records accordingly. 


Yours truly, 


[signature] 
WILLIAM J. JONES* 





SCHEDULE “E” 


(Sample Letter for Adding a Sub Account) 


To: Ministry of Consumer and Commercial Relations 
Personal Property Registration Central Office 
Accounts Clerk 
15th Floor 
400 University Avenue 
Toronto, Ontario 
M7A 2J5 

MASTER ACCOUNT NUMBER: 4321 


NAME OF ACCOUNT: THE ONTARIO BANK OF CANADA 


Would you please add.............. sub accounts (with passwords) to our account. 


Here, if appropriate, add: 


Please assign the following sub account numbers .....................05. 


Here, if appropriate, add: 
Telephone enquiries will be placed from the following additional municipalities. Here set 


out the names of additional municipalities, e.g., Windsor, Leamington, Paisley, Forest, 
Strathroy and Wawa. 


| hereby acknowledge on behalf of the company [or as the case may be] the conditions 
upon which a sub account is established as outlined in the DEPOSIT ACCOUNT GUIDE. 


Yours truly, 
[signature] 


JOHN W. SMITH* 


“this must be an authorized representative. 
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PASSWORDS 
AAA 1A36 
AAA 1302, 


yh 


Yours truly, 


eae [signature] 
JOAN JONES* 
iM if ; i | 


she 





SCHEDULE “G” 
(Sample Letter for Changing an Authorized Rep 


To: Registrar of Personal Property Security 
Personal Property Registration Central Office gas 
Ministry of Consumer&Commercial Relations == 






15th Floor te 7 g ie . 6 ae - eed ee 
400 University Avenue . eps ol ce oe ee tes 
Toronto, Ontario he PARED Gee yh Seen ae 
M7A 255 ee eee, 

MASTER ACCOUNT NUMBER: 4321 ar | 


NAME OF ACCOUNT: THE ONTARIO BANK OF CANADA 
Please be advised we wish to change the list of names of persons 
act as our representatives in the following particulars: 

Here enter the appropriate statement, e.g., 


We wish to delete the name of 


WILLIAM J. SMITH | Bees tc 
TREASURER eet Vigan et 

and add the name of Bees ee patie, é one 
DAVID L. SMITH | at gear eae 
PRESIDENT Se: oe ee 
TELEPHONE 123-1231 sss mo a 

| hereby acknowledge on behalf of ine Sonar lores the case 

_named DAVID L. SMITH is authorized to, aaa 
1. Cancel our account or any sub account. : _ oe a 
2. Request a change of the password for any sub eecguae ne Vig. Gain 
. Add sub accounts. 3 al er Sete ci: 


Change the name or address for our account.  Mpsts Sh papens 
. Add or delete the name of an authorized representative, re ee i é 


mes: 


oe 


[signature] Ra eere. 
MARY A. SMITH* Some es ey 
| oo Be ea 
*this must be an authorized representative. 
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SCHEDULE “I” 


The following is a list of the guides that are available. They may be obtained at any branch 
office or from the Central Office. The guides are provided free of charge. 


If you request a guide to be sent to you by mail, please direct your request to the Central 
Office and for each guide, provide a separate return envelope, minimum size 10” x 13”, self 
addressed, with sufficient return postage. 


POSTAGE 
MEO US IOLION GUNG acct Soa cise g cedar ea kane ee vane cene ue nx 32c 
2. Debtor Name Enquiry Guide......................... 20c 
pee Leposit ACCOUNT CGAUIGG | Siwcsecivscereasder eure ceisnde 20c 


If you wish all three guides to be sent to you by mail, one return envelope, minimum size 
10” X 13”, will suffice and the postage required is 44c. 
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